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Management Education Center 
School of Management 
Suffolk University
Fundamentals of Cost Accounting
October 2-3 Boston 
November 7-8 Washington, D.C.
You must have a solid background in cost 
accounting to use it effectively in:
• Pricing goods and services
• Measuring budgets against results
• Controlling operations
• Utilizing resources
This 2-day intensive seminar will give you 
the basic tools and techniques that are needed. 
Emphasis will be placed on developing cost 
accounting data, performing cost analyses, and 
constructing cost-based product prices and 
operating budgets.
Seminar Outline:
• Cost Accounting Systems
• Product Costing
• Cost Measurement
• Budget Planning and Reporting
• Business Decision Application
Seminar Leader:
Timothy R. Wells is the President of Wells &. 
Company, Inc. which provides diversified man­
agement and financial services to small and 
medium size companies. Previously Mr. Wells 
was on the Management consulting staff of 
Arthur D. Little, Inc. He holds a Bachelor's 
degree from Brown University and a Master of 
Business Administration from Harvard Business 
School.
Fees:
$250 includes all educational materials, lunch­
eons and refreshments.
Maximizing Your Investment in 
Marketing Communications
September 20-21 Boston 
October 25-26 Hartford
This intensive seminar/workshop is full of 
specific, dollar-saving techniques and strategies 
designed to show you how to increase the 
return on your advertising and promotion 
investment. Learn to adapt the most sophisti­
cated marketing techniques to cost-effective 
uses that will help you get the most out of 
every dollar you spend.
Seminar Outline:
• What to expect from Marketing and Its 
Sub-Functions
• The Positioning Concept
• Trends of the Time
• Marketing Planning for the Smaller 
Business
• Summary of Basic Market Research Forms 
and Functions
• Seven Ingredients for a Good 
Advertisement
• Advertising Planning for the Smaller 
Business
• How to get the most out of your 
Advertising Budget
• Successful Forms of Direct Mail 
Advertising
• Preparation of Direct Mail Copy
• Tips for More Effective Printed Pieces
• Program Schedule for Announcing a New 
Product
• Sales Presentations: Effective Personal 
Advertising
• Suggested Agency and Company Evaluation 
Criteria
For Whom:
Marketing, Advertising, Sales, and Public 
Relations Managers of Small to Medium-sized 
companies.
Seminar Leader:
Philip M. Johnson is senior vice-president 
of Creamer, Inc., which ranks among the 30 
largest advertising agencies in the United 
States. He has been guest lecturer in marketing 
communications at several colleges and univer­
sities. Mr. Johnson also conducts seminars on 
marketing and advertising for the Small Busi­
ness Association of New England.
Fees:
$250 includes all educational materials, lunch­
eons, and refreshments.
Management Skills Workshop
September 24-25 Boston 
September 27-28 Hartford 
October 18-19 Washington 
An intensive 2-day workshop where you will 
learn to utilize techniques and skills which can 
be readily applied to your own area of responsi­
bility. You will learn how to pace yourself, 
properly balance these new skills with what 
you already know as a supervisor, so that subor­
dinates will respond to you more quickly . . . 
and efficiently.
Seminar Outline:






All levels of managers facing complex manage­
rial problems in high technology industries.
Seminar Leaders:
Gerald Wasserman is president of HCM Person­
nel Services Division and a member of the 
adjunct faculty in Suffolk University’s Manage­
ment department. He conducts seminars on this 
and related topics nationwide.
Matthew W. Blade, Jr. is the co-founder and 
vice-president of HCM Corporation and a 
member of the adjunct faculty of University 
of Rhode Island. He is a regular conference 
leader in management.
Fees:
$250 includes all educational materials, lunch­
eons and refreshments
Maximizing Management Effectiveness for 
the Professional Woman
November 1-2 Boston
For the professional woman who has already 
mastered operational techniques and skills in 
her field. To increase effectiveness through per­
sonal and group analysis of how attitudes and 
socialization affect your performance as woman 
managers. Examining organizational structures 
and functions to clarify career goals and develop 
a plan for more effective career management.
Outline:
I. Sociological influences on women in 
management
n. Psychological problems of women in 
management
in. Relating the effects of sociological and 
psychological influences to the work 
situation
IV. Diagnosing organizational patterns and 
barriers




Women in middle and upper level manage­
ment from both public and private industry. 
Seminar Leaders:
Joan A. MacVicar, Ph.D., Boston University 
Counseling Psychologist and Associate Profes­
sor, Suffolk University.
Norma Jackman, M.A., Simmons College 
Regional Federal Women's Program Manager 
Associate Consultant, Boston Regional Training 
Center, Office of Personnel Management.
Susan Warshauer, Ph.D., University of Con­
necticut, Senior Consultant-Trainer, Office of 
Personnel Development, Massachusetts Insti­
tute of Technology.
Fees:




Automated Information Systems; 
A Management Orientation
October 30 - November 1 Boston
This comprehensive, practical, 3-day seminar 
designed to provide an in-depth analysis of the 
state-of-the-art in computer management infor­
mation systems. You will gain an understanding 
of the capability and techniques available to 




I. Removing the mystery from computers.
II. Computer Programming Development 
process.
m. Computer components and capabilities as 
they relate to aiding the manager in mak­
ing decisions.
Day 2
I. Hands on experience with a state-of-the- 
art real time information system.
n. Learn the difference between “data" and 
“information ".
in. Understand the concept of “data base". 
Day 3
I. State-of-the-art of mini and micro 
computer systems. 
n. Terminal applications; dumb vs.
intelligent terminals — their strengths 
and drawbacks in a management 
environment.
III. Data Entry Systems and Situations
For Whom:
All managers who are current users or per­
spective users of information systems. Also 
managers who have previously had bad experi­
ences with information systems.
Seminar Leaders:
Michael E. Goldsmith is the Associate Direc­
tor of the Management Sciences Training Insti­
tute of the U.S. Office of Personnel Manage­
ment in Boston. He is also a member of the 
adjunct faculty at Suffolk University and holds 
a Master of Business Administration from Bos­
on College.
William J. O'Keefe is a Budget Officer with 
the U.S. Department of Transportation. Mr. 
O'Keefe has designed and conducted seminars 
in the use and application of Data Base Manage­
ment Systems and Computer Information 
Systems.
Arnold S. Kasher is President of Technogenics 
Group Inc., a management consulting firm spe­
cializing in teleprocessing systems, especially 
dealing with mini and micro-computers, intel­
ligent terminals, data communications and 
distributed processing. He has lectured and 
chaired programs at the American Management 
Association.
Fees:
$400 for 3 days, $325 for 2 days or $200 for 1 
day. This includes all educational materials, 
luncheons, and refreshments.
[nvesting in Real Estate
November 17 Boston 
Real estate is one of the most lucrative 
investments in today's economy, but your 
investment does not stop with the purchase. 
This course will provide practical tips on locat­
ing, financing and managing properties to get 
the most from your investment. It will also 
look at the pro's and con's of the various types 
of property available in the market place and 
how each impacts your investment goals.
Seminar Outline:
I. What type of property best suits YOUR 
personality and investment objectives
n. How to locate investable property and 
purchase it with minimum downpay­
ments
in. How to successfully convert a building 
into condominiums
rV. Risks and rewards associated with invest­
ing in various types of real estate 
V. Managing the property to maximize your 
investment
VI. Knowing when to sell your property 
For Whom:
Potential and current investors in the Real 
Estate market who are interested in getting the 
most out of their investment.
Seminar Leader:
Richard S. Kates has extensive experience in 
the Real Estate field in New England. He is a 
certified Property Manager and President of the 
Hotel Division of Data Real Estate Corporation. 
Mr. Kates has designed and instructed work­
shops on real estate for the Massachusetts Asso­
ciation of Realtors, the National Association of 
Home Builders, and Southern Massachusetts 
University. He is also a Ph.D. candidate in 
Business Administration.
Fees:
$85 includes luncheon and educational 
materials.
Fees:
$250 includes all educational materials, lunch­
eons and refreshments.
Planning to Maximize Profitability
October 10-11 Boston
At this intensive 2-day seminar you will learn 
hmy to strengthen the financial capacity and 
stmcture of your firm. Through early analysis 
of new opportunities and careful planning your 
organization can substantially improve its earn­
ings. Investment alternatives and eontrol pro­
cesses will be explored so you can choose the 
ones that will yield your firm the best results. 
Seminar Outline:
I. How Profits can be plaimed — discussion 
of benefits and problems of profit plan­
ning.
n. Analysis of your firm — development of a 
framework to analyze the current profit­
ability.
m. How to discriminate between the areas 
which can be managed and those which 
are fixed.
IV. Analysis of the Planning Cycle — the 
strategic decisions that should be made 
and who should be involved.
V. How reporting and follow-up will max­
imize the effectiveness of your planning 
efforts.
For Whom:
Chief Executives, Operating Officers, Finan­
cial Officers, Treasurers and other officers 
directly responsible for profitability. This semi­
nar is essential to smaller and medium firms 
which do not have a financial planning effort. 
Seminar Leader:
Dr. H. Thomas O'Hara is the Chairman of 
the Finance Department at Suffolk University. 
Prior to joining Suffolk he was a financial con­
sultant working with banks, businesses, and 
non-profit organizations. Dr. O'Hara also con­
ducts financial seminars for the American Insti­
tute of Banking.
Grantsmanship for the 1980's
October 4-5 Boston 
A multifaceted, 2-day conference on both 
public and private funding which will be timely 
and relevant to the professional practitioner as 
well as the individuals newly affiliated with the 
world of obtaining grants.
Outline:
Day 1
I. Overview of Public and Private Funding 
Sources
A. Analysis of the Federal Granting 
System
B. Analysis of Philanthropic Giving
n. A systems approach to Grantsmanship
A. Prerequisites to successful grants­
manship and proposal writing
B. Formal elements of the Systems 
Approach
Day 2 (State of the Art)
I. Recent changes in the Federal Granting 
System
n. The Governmental Granting System: 
Federal/State
HI. Luncheon with speaker on federal/state 
grant relations and Intergovernmental 
transfers
IV. Philanthropy Today
V. Conclusion and Question Period
For Whom:
Administrators and directors of not for profit, 
public service, and human service organiza­
tions. Anyone interested in obtaining grants.
Seminar Leaders:
Dr. Donald Levitan is a Professor at Suffolk 
University in the Public Management depart­
ment. He has lectured and published exten­
sively in Governmental Financial Administra­
tion and Grantsmanship. Dr. Levitan is the 
senior author of the widely acclaimed book 
Your Massachusetts Government.
Daniel Donahue is a principal in Resource 
Management Group and provides management, 
financial, administrative, and grants services to 
non-profit organizations, state and local govern­
ments. He holds a Master in Public Adminis­
tration and co-authored The Federal Granting 
System — A Guide for Local Governments in 
Massachusetts.
Fees:
$90 for 2 days, $55 for 1 day. This includes 
all educational materials, luncheons and 
refreshments.
Continuing Education Units
All participants in this Seminar will receive 
Continuing Education Units. Continuing Educa­
tion Units (CEUs) are nationally recognized 
units awarded for participating in qualified con­
tinuing education programs. CEUs make it pos­
sible to document non-credit education com­
pleted. They are recorded on a permanent tran­
script which may be transmitted only with your 
authorization. CEUs may be used as evidence of 
increased performance capabilities and for job 
advancement. One CEU is awarded for 10 con­
tact hours of such participation.
Tax Deductions
An income tax deduction is allowed for educa­
tional expenses (including meals, lodging, and 
travel) when undertaken to maintain and 
improve professional skills. (Coughlin v Com­
missioner, 203F 2d 307: Treas. Reg. 1.162.5).
The Management Education Center reserves 
the right to cancel the. program if attendance is 
not sufficient to warrant holding the program. 
All registration fees in this case will be refunded 
immediately.
Cancellation Policy
Cancellations are accepted subject to a service 
charge of $50 up to one week prior to the pro­
gram. Notification of cancellation must be made 
by mail to the Management Education Center.
To Register
Mail in the attached registration application 
form and your check, payable to Management 
Education Center, Suffolk University, RO. Box 
3757, Boston, Massachusetts 02241. Registra­
tions will be confirmed in order of receipt. Tele­
phone reservations may be made by contacting 
the Center at (617) 723-4700, Extension 343.
Seminar Schedule
Registration for the program is at 8:45 a.m. on 
the morning of the program's first day. The sem­
inar will meet from 9 a.m. to 4:30 p.m.
Registration Form
How to take advantage of these educational opportunities:
Please register me for
Please send me the detailed brochure for:
• Management Skills Workshop
• Maximizing Management Effectiveness 
foi the Professional Woman
• Fundamentals of Cost Accounting




• Investing in Real Estate
• Planning to Maximize Profitability
• Grantsmanship for the 1980’s





If you have any questions on these or other programs please contact Helen M. Laub, Management 
Education Center, Suffolk University, 47 Mt. Vernon St., Boston, Ma. 02108. 617-723-4700, X343
Suffolk University
Suffolk University is a private, urban, co­
educational institution located on historic Bea­
con Hill in Boston. Suffolk is comprised of the 
Law School, the College of Liberal Arts, and the 
School of Management. The School of Manage­
ment offers professional studies in the area of 
business and public administration through its 
day and evening programs.
The objective of the School is to offer a broad 
management education with concentrations in 
accounting, finance, management, marketing, 
general business, and public administration.
Programs are offered that lead to undergrad­
uate and graduate degrees in both public and 
business administration. Suffolk also offers an 
Executive MBA program on Saturday.
The Management Education Center serves the 
needs of the professional management commu­
nity for continuing education. Programs are 
designed to serve the needs of the management 
of business, government, and non-profit organi­
zations. MEC strives to emich the organizations 
it serves by developing their personnel through 
quality management education training. For fur­
ther program information, call Helen M. Laub at 
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Management Education Center 
School of Management 
Suffolk University
Fundamentals of Cost Accounting
October 2-3 Boston 
November 7-8 Washington, D.C.
You must have a solid background in cost 
accounting to use it effectively in:
• Pricing goods and services
• Measuring budgets against results
• Controlling operations
• Utilizing resources
This 2-day intensive seminar will give you 
the basic tools and techniques that are needed. 
Emphasis will be placed on developing cost 
accounting data, performing cost analyses, and 
constructing cost-based product prices and 
operating budgets.
Seminar Outline:
• Cost Accounting Systems
• Product Costing
• Cost Measurement
• Budget Planning and Reporting
• Business Decision Application 
Seminar Leader:
Timothy R. Wells is the President of Wells St 
Company, Inc. which provides diversified man­
agement and financial services to small and 
medium size companies. Previously Mr. Wells 
was on the Management consulting staff of 
Arthur D. Little, Inc. He holds a Bachelor's 
degree from Brown University and a Master of 
Business Administration from Harvard Business 
School.
Fees: '
$250 includes all educational materials, lunch­
eons and refreshments.
Maximizing Your Investment in 
Marketing Communications
September 20-21 Boston 
October 25-26 Hartford
This intensive seminar/workshop is full of 
specific, dollar-saving techniques and strategies 
designed to show you how to increase the 
return on your advertising and promotion 
investment. Learn to adapt the most sophisti­
cated marketing techniques to cost-effective 
uses that will help you get the most out of 
every dollar you spend.
Seminar Outline:
• What to expect from Marketing and Its 
Sub-Functions
• The Positioning Concept
• Trends of the Time
• Marketing Planning for the Smaller 
Business
• Summary of Basic Market Research Forms 
and Functions
Seven Ingredients for a Good 
Advertisement
Advertising Planning for the Smaller 
Business
How to get the most out of your 
Advertising Budget 
Successful Forms of Direct Mail 
Advertising
Preparation of Direct Mail Copy 
Tips for More Effective Printed Pieces 
Program Schedule for Announcing a New 
Product
Sales Presentations: Effective Personal 
Advertising
Suggested Agency and Company Evaluation 
Criteria
For Whom:
Marketing, Advertising, Sales, and Public 
Relations Managers of Small to Medium-sized 
companies.
Seminar Leader:
Philip M. Johnson is senior vice-president 
of Creamer, Inc., which ranks among the 30 
largest advertising agencies in the United 
States. He has been guest lecturer in marketing 
communications at several colleges and univer­
sities. Mr. Johnson also conducts seminars on 
marketing and advertising for the Small Busi­
ness Association of New England.
Fees:
$250 includes all educational materials, lunch­
eons, and refreshments.
Management Skills Workshop
September 24-25 Boston 
September 27-28 Hartford 
October 18-19 Washington
An intensive 2-day workshop where you will 
learn to utilize techniques and skills which can 
be readily applied to your own area of responsi­
bility. You will learn how to pace yourself, 
properly balance these new skills with what 
you already know as a supervisor, so that subor­
dinates will respond to you more quickly . . . 
and efficiently.
Seminar Outline:
I. Employment Interviewing Techniques 





All levels of managers facing complex manage­
rial problems in high technology industries.
Seminar Leaders:
Gerald Wasserman is president of HCM Person­
nel Services Division and a member of the 
adjunct faculty in Suffolk University's Manage­
ment department. He conducts seminars on this 
and related topics nationwide.
Matthew W. Blade, Jr. is the co-founder and 
vice-president of HCM Corporation and a 
member of the adjunct faculty of University 
of Rhode Island. He is a regular conference 
leader in management.
Fees: ^
$250 includes all educational materials, lunch­
eons and refreshments
Maximizing Management Effectiveness for 
the Professional Woman
November 1-2 Boston
For the professional woman who has already 
mastered operational techniques and skills in 
her field. To increase effectiveness through per­
sonal and group analysis of how attitudes and 
socialization affect your performance as woman 
managers. Examining organizational structures 
and fvmctions to clarify career goals and develop 
a plan for more effective career management. 
Outline:
I. Sociological influences on women in 
management
n. Psychological problems of women in 
management
in. Relating the effects of sociological and 
psychological influences to the work 
situation
IV. Diagnosing organizational patterns and 
barriers




Women in middle and upper level manage­
ment from both public and private industry.
Seminar Leaders:
Joan A. MacVicar, Ph.D., Boston University 
Counseling Psychologist and Associate Profes­
sor, Suffolk University.
Norma Jackman, M.A., Simmons College 
Regional Federal Women’s Program Manager 
Associate Consultant, Boston Regional Training 
Center, Office of Personnel Management.
Susan Warshauer, Ph.D., University of Con­
necticut, Senior Consultant-Trainer, Office of 
Personnel Development, Massachusetts Insti­
tute of Technology.
Fees:




Automated Information Systems; 
A Management Orientation
October 30 - November 1 Boston
This comprehensive, practical, 3-day seminar 
designed to provide an in-depth analysis of the 
state-of-the-art in computer management infor­
mation systems. You will gain an understanding 
of the capability and techniques available to 




I. Removing the mystery from computers. 
n. Computer Programming Development 
process.
III. Computer components and capabilities as 
they relate to aiding the manager in mak­
ing decisions.
Day 2
I. Hands on experience with a state-of-the- 
art real time information system.
II. Learn the difference between “data" and 
"information ".
ni. Understand the concept of “data base". 
Day 3
I. State-of-the-art of mini and micro 
• computer systems.
II. Terminal applications; dumb vs. 
intelligent terminals — their strengths 
and drawbacks in a management 
environment.
ni. Data Entry Systems and Situations
For Whom;
All managers who are current users or per­
spective users of information systems. Also 
managers who have previously had bad experi­
ences with information systems.
Seminar Leaders;
Michael E. Goldsmith is the Associate Direc­
tor of the Management Sciences Training Insti­
tute of the U.S. Office of Personnel Manage­
ment in Boston. He is also a member of the 
adjunct faculty at Suffolk University and holds 
ia Master of Business Administration from Bos­
ton College.
William ]. O’Keefe is a Budget Officer with 
[the U.S. Department of Transportation. Mr. 
O'Keefe has designed and conducted seminars 
in the use and application of Data Base Manage- 
inent Systems and Computer Information 
Systems.
Arnold S. Kasher is President of Technogenics 
[Group Inc., a management consulting firm spe­
cializing in teleprocessing systems, especially 
[dealing with mini and micro-computers, intel- 
[ligent terminals, data communications and 
distributed processing. He has lectured and 
chaired programs at the American Management 
Association.
Fees;
$400 for 3 days, $325 for 2 days or $200 for 1 
day. This includes all educational materials, 
luncheons, and refreshments.
Investing in Real Estate
November 17 Boston 
Real estate is one of the most lucrative 
nvestments in today's economy, but your 
nvestment does not stop with the purchase. 
Phis course will provide practical tips on locat- 
ng, financing and managing properties to get 
he most from your investment. It will also 
ook at the pro's and con's of the various types 
jf property available in the market place and 
low each impacts your investment goals.
seminar Outline;
I. What type of property best suits YOUR 
personality and investment objectives
n. How to locate investable property and 
purchase it with minimum downpay­
ments
in. How to successfully convert a building 
into condominiums
IV. Risks and rewards associated with invest­
ing in various types of real estate
V. Managing the property to maximize your 
investment
VI. Knowing when to sell your property
For Whom:
Potential and current investors in the Real 
Estate market who are interested in getting the 
most out of their investment.
Seminar Leader:
Richard S. Kates has extensive experience in 
the Real Estate field in New England. He is a 
certified Property Manager and President of the 
Hotel Division of Data Real Estate Corporation. 
Mr. Kates has designed and instructed work­
shops on real estate for the Massachusetts Asso­
ciation of Realtors, the National Association of 
Home Builders, and Southern Massachusetts 
University. He is also a Ph.D. candidate in 
Business Administration.
Fees:
$85 includes luncheon and educational 
materials.
Fees:
$250 includes all educational materials, lunch­
eons and refreshments.
Planning to Maximize Profitability
October 10-11 Boston
At this intensive 2-day seminar you will leam 
hoyf to strengthen the financial capacity and 
structure of your firm. Through early analysis 
of new opportunities and careful planning your 
organization can substantially improve its earn­
ings. Investment alternatives and control pro­
cesses will be explored so you can choose the 
ones that will yield your firm the best results. 
Seminar Outline:
I. How Profits can be planned — discussion 
of benefits and problems of profit plan­
ning.
n. Analysis of your firm — development of a 
framework to analyze the current profit- 
abihty.
ni. How to discriminate between the areas 
which can be managed and those which 
are fixed.
IV. Analysis of the Planning Cycle — the 
strategic decisions that should be made 
and who should be involved.
V. How reporting and follow-up will max­
imize the effectiveness of your plarming 
efforts.
For Whom:
Chief Executives, Operating Officers, Finan­
cial Officers, Treasurers and other officers 
directly responsible for profitability. This semi­
nar is essential to smaller and medium firms 
which do not have a financial planning effort.
Seminar Leader;
Dr. H. Thomas O’Hara is the Chairman of 
the Finance Department at Suffolk University. 
Prior to joining Suffolk he was a financial con­
sultant working with banks, businesses, and 
non-profit organizations. Dr. O'Hara also con­
ducts financial seminars for the American Insti­
tute of Banking.
Grantsmanship for the 1980’s
October 4-5 Boston 
A multifaceted, 2-day conference on both 
public and private funding which will be timely 
and relevant to the professional practitioner as 
well as the individuals newly afMiated with the 
world of obtaining grants.
Outline:
Day 1
I. Overview of Public and Private Funding 
Sources
A. Analysis of the Federal Granting 
System
B. Analysis of Philanthropic Giving 
n. A systems approach to Grantsmanship
A. Prerequisites to successful grants­
manship and proposal writing
B. Formal elements of the Systems 
Approach
Day 2 (State of the Art)
I. Recent changes in the Federal Granting 
System
n. The Governmental Granting System: 
Federal/State
in. Luncheon with speaker on federal/state 
grant relations and Intergovernmental 
transfers
IV. Philanthropy Today
V. Conclusion and Question Period
For Whom;
Administrators and directors of not for profit, 
public service, and human service organiza­
tions. Anyone interested in obtaining grants.
Seminar Leaders:
Dr. Donald Levitan is a Professor at Suffolk 
University in the Public Management depart­
ment. He has lectured and published exten­
sively in Governmental Financial Administra­
tion and Grantsmanship. Dr. Levitan is the 
senior author of the widely acclaimed book 
Your Massachusetts Government.
Daniel Donahue is a principal in Resource 
Management Group and provides management, 
financial, administrative, and grants services to 
non-profit organizations, state and local govern­
ments. He holds a Master in Public Adminis­
tration and co-authored The Federal Granting 
System — A Guide for Local Governments in 
Massachusetts.
Fees:
$90 for 2 days, $55 for 1 day. This includes 
all educational materials, luncheons and 
refreshments.
Continuing Education Units
Ail participants in this Seminar will receive 
Continuing Education Units. Continuing Educa­
tion Units (CEUs) are nationally recognized 
units awarded for participating in qualified con­
tinuing education programs. CEUs make it pos­
sible to document non-credit education com­
pleted. They are recorded on a permanent tran­
script which may be transmitted only with your 
autWization. CEUs may be used as evidence of 
increased performance capabilities and for job 
advancement. One CEU is awarded for 10 con­
tact hours of such participation.
Tax Deductions
An income tax deduction is allowed for educa­
tional expenses (including meals, lodging, and 
travel) when undertaken to maintain and 
improve professional skills. (Coughlin v Com­
missioner, 203F 2d 307: Treas. Reg. 1.162.5).
The Management Education Center reserves 
the right to cancel the program if attendance is 
not sufficient to warrant holding the program. 
All registration fees in this case will be refunded 
immediately.
Cancellation Policy
Cancellations are accepted subject to a service 
charge of $50 up to one week prior to the pro­
gram. Notification of cancellation must be made 
by mail to the Management Education Center.
To Register
Mail in the attached registration application 
form and your check, payable to Management 
Education Center, Suffolk University, RO. Box 
3757, Boston, Massachusetts 02241. Registra­
tions will be confirmed in order of receipt. Tele­
phone reservations may be made by contacting 
the Center at (617) 723-4700, Extension 343.
Seminar Schedule
Registration for the program is at 8:45 a.m. on 
the morning of the program's first day. The sem­
inar will meet from 9 a.m. to 4:30 p.m.
Registration Form
How to take advantage of these educational opportunities:
Please register me for
Please send me the detailed brochure for:
• Management Skills Workshop
• Maximizing Management Effectiveness 
for the Professional Woman
• Fundamentals of Cost Accounting




Investing in Real Estate 
Planning to Maximize Profitability 
Grantsmanship for the 1980’s 





If you have any questions on these or other programs please contact Helen M. Laub, Management 
Education Center, Suffolk University, 47 Mt. Vernon St., Boston, Ma. 02108. 617-723-4700, X343
r
Suffolk University
Suffolk University is a private, urban, eo- 
educational institution located on historic Bea­
con Hill in Boston. Suffolk is comprised of the 
Law School, the College of Liberal Arts, and the 
School of Management. The School of Manage­
ment offers professional studies in the area of 
business and public administration through its 
day and evening programs.
The objective of the School is to offer a broad 
management education with concentrations in 
accounting, finance, management, marketing, 
general business, and public administration.
Programs are offered that lead to undergrad­
uate and graduate degrees in both public and 
business administration. Suffolk also offers an 
Executive MBA program on Saturday.
The Management Education Center serves the 
needs of the professional management commu­
nity for continuing education. Programs are 
designed to serve the needs of the management 
of business, government, and non-profit organi­
zations. MEC strives to enrich the organizations 
it serves by developing their personnel through 
quality management education training. For fur­
ther program information, call Helen M. Laub at 
(617) 723-4700 Extension 343.
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